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Chief, *anagement Staff

“Zocords Manapement

1. 4s indicated in my discussion at the UCT meating of
& August, there follows a summary of the mjor aress for poten-
tial accomplishment in records management activity in your Office,
T feel there i3 a great deal to be gained from this program, My
purpose at this tims is to indicate the areas where further work
i3 needed rather than to review overall accomplishments. I am
doing this from a general knowledge of your program but without
detailed information on vour overations or the activities of your
records officer,

Jisposition: A pood start has been made throuch an invenw
tary of : records and the preparation of a records control
schedule, However, the schedule has been applied in only one
division and only 6 cubic feet of inactive records have Leen ree
tired to the Records Center out of an inventory of over 3,000
cubic feet, The schedule is over two years old and undoubltedly
neads substantinl revision as the result of organizational and
functional changes,

ecord Haintenance: The Apency filing system is appliecable
with modifications to all administrative correspondence but has
been adopted by only ore division, OStudies should be made to
imrove filing operations and records systems, The results of
the recent survey of your Physical Security Jvision pointed wp
the value of such atudies, Lfforts should be continued to {mrove
maill contral srocedures,

tecord Creationt A reports Inventory and analysis has been
completed tut the establishment of a continuing control i8 needed.
4lthough recussts for forms are channeled through the area records
officer, 1% appears that he needs more time, authori ty, and training
to make the review and analysis necessary to deweler the most econom-
ical and efficient fovrms,

Yital Faterials: A revised Vital Material achedule has been
completed mi a considerable amount of work and planning are sceded
to fully implement it,
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y I feel that the records orested by your sm::h af“ﬂ |
asamc‘i;ny important and that thelr proper mn&g;emt e; ;:i;::c
sontinued attention. fou have a very eapable rec ;@ o fio i
‘g effectiveness could be iﬁnreassé substantiall we ﬁﬁi&t 2EX1A9a
we were relisved of his collatersl duties, #r. ety
~f the Records ¥asagement Staff, would appreclate '&nthap?gﬁiamce
to discuss this with you, Also, if I gan be of further as s
pleage let we mow.
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